Users Guide
Ad-Ready Support

CONTRACT
PROVISIONS



Table of Contents

Introduction 1
Getting Started 2
Activating PS&E Word 3
Entering PS&E Word 3
Creating a Run-list 7
Working With GSPs 12
Fill-ins 12
Revising GSPs 14
Creating New Documents 16
Revising Documents 20
Load Project 20
Revising The Title 22
Using The Run-List To Revise Documents 23
Miscellaneous 24
Assembling Contract Provisions 25
Table of Contents 28
Run-list With Titles 30
Deleting a Job Directory 31
Help 32
Styles 33

Guidelines for Preparing
Contract Provisions
Revised January, 2003



Introduction

These guidelines have been prepared for Washington State Department of
Transportation designers that utilize the PC based Microsoft Word text
processing system for creating Contract Provisions. The basic text
processing software has been enhanced by several programs that increase
its efficiency for preparing the Contract Provisions in the prescribed format,
file management and transmittal.

All external users such as Cities, Counties and Consultants, should contact
the Project Development Office for a copy of the program and directions on
Installation.

Questions or suggestions for modification should be addressed to the
Project Development Office, (360) 705-7467.
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Getting Started

Close all Word documents!!!

In order to use Template 2003 you need to check your desktop setting and
have it in a smaller font. To do this you right click on the desktop, left click
on Properties, choose Settings. In the Screen Area make sure the tab is in

Dizplay:
Gateway W=1100 on Rage 128 PRO
Colors Screen area—%
ik Calor [E Bitl Less ._J_ Mare
1024 by 768 pivels
Troubleshoot. .. | Bdvanced... |

| ] 4 I Cancel | Sl |
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Activate PS&E Word

Double click the Specials Icon on you desktop. If you do not have a
shortcut you can make one. Right click on start at the left bottom corner of
your PC. Left click on Explore. Find w:\drive and double click on it.

Double click on the DOTAPPS directory, double click on the PSE directory,
then double click on New Template 2003. Find the .BAT file for your region,
right click and hold sliding it onto your desktop. You will have a choice of
three options. Choose Create Shortcut Here.

Entering PS&E Word

When you double click the Specials Icon it will launch a macro that opens
Word with the following window:

PS&E Project Selection B4

A PS&E Contract Provision Preparation
Washington State
" Department of Transportation

Project Name: Office:

" Plan Review  Design

Title: All Caps Units:
C English T Metric

Open Project New Project Delete Project Close

Version 2.1: October 2002

While in this window, you will need to provide some basic information.
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Assign your Project a number or Name. A suggestion might be the Work
Order number (i.e. 0L3740) or have a plan reviewer assign a number to
your project (i.e., 03Y001). This will create a subdirectory by the number or
name on your working drive (i.e., 0:\ drive or C:\ drive), under the directory
PSE. If you do not have a directory named PSE on your working drive, one
will be created automatically.

Project Name:
| 03Y001|

Check the Design button in the Office area. This will save all changes to
the subdirectory folder on your working drive created above.

Office: /

" Plan Review ¥ Design

Give your project a title in the Title area. Make sure itis ALL CAPS. This
creates the footer for your assembled Contract Provisions. You only have
to fill this area in once per project.

Title: All Caps
SRS

SHOULDER SWEEPRIMG

(THIS LIMNE MAY BE BLAMNK)
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Check whether English or Metric units. This will direct you to the English
or Metric (whichever is checked) GSP, RGSP and Index libraries.

Units:
& English  Metric

Click the New Project button.

New Project

A dialog box will open that looks like this: Click OK

Microzoft wWord

The directory APSESDY00T will be created.
|5 this comect?

Ok I Cancel |
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After a few window refreshes, you should end up with a normal looking
Word2000 document something like this:

i3l Document3 - Microzoft Word

JEiIe Edit Wiew Inzert Format Tools Tgble| CSE Menu| Hun-List| PSE Help ‘Bindow Help Acrobat ‘ ll|
DeRa8ely R d TR 8| =@ B g x - 7).
J Marmal + Helvetica == = = |‘E = +=| - I A
J..&Ml_gm- |I'|_\-IFEEEE"_I A|5§|
IR N\t - 56 S E]
Ni\

This is the Style window . Notice the window is not

you can use when you Ui de.;fault.Ster IS maximized. Some

Helvetica with Font

are attaching styles.
You will learn more
about Styles later.

Size 11 macros will not work if the
1ze 1. window is maximized.

Notice the job directory
you are working in is

displaved. -
S
L]
¥
I:]ﬁlElIEIiI I »
JD_rawv%Coj|AgtoShapesv\ \DO.‘@|@I iv vET:.m,
| Page 1 Sec 1 1 |.qt 05 lnl  coll REC | [TRE |8 | [ovE v
PSE Main Form
Proj Run List Index Revise Assemble
Select Irflex
| Laoad Jak I i‘zeld3Y001 Create Mew | Addto RL ¢ ap-cak © Landscape ¢ Misc Openl Open GERDOC | Save Doc | AD Ready | RL vl Tiles
Updte Thle | @ Engish O Mefric|  RecallLast | GCheckRL C Traffic| C Electrical € Regional | | with Name | T.0.C.

H1|H2|H3|H4|H5|HE| N1|N2|N3|N4|N5|NE| T1|T2|T3|T4|T5|TA| %)

HT| U1|U2|U3|U4|U5|UB| + | ° | CIearDocumentl

The first thing you will notice is the added features across the bottom of the
window. Most of these features ¢an also be accessed via pull down menus
at the top of the window. The menu across the top has three additional
pulldown menus; PSE Menu, Run-list, and PSE Help. The PSE and Run-
list menu's contain the commands that correspond with the buttons located
in the menu at the bottom of your window.
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Creating a Run-list

To start a new project, you will want to begin by creating a run-list for your

project.

The run-list is a list of names of all documents pertinent to the project. Itis
used to assemble or merge all the text into one complete set of Contract
Provisions. Arun-list HAS TO BE CREATED FOR EVERY JOB. The run-
list is typed all in caps with the document names in the order you want
them to appear in the assembled Contract Provisions.

Click the Create New button located under the Run List section of the

menu.

PSE Main Form
Project Ran List Index Revise Assemble
Select Incex
| Load Job | i“woget03Y001 A to RL " ap-GSP " Landscape € Misc 0PN | Open GSRIDOC | Save Doc | AD Reachy | RL wi Titles
Update Title: |f" English " Metric | Recallast | Check RL " Traffic © Electrical Regional | | With Name | T.O.C.
H | H2| H3| H4| H5| HB| i | N2| N3| N4| N5| NBl T | T2| T3|T4|T5|TB| f**)l HT| LH | u2| u3| u4| usl u5| E: | - | CIearDocumentl

After a few window refreshes, you will end up
with two documents side by side (See Page 8).

The smaller document on the right

is the start of your run-list (run-list.doc).

It will already have the names of all
current Amendments on it, i.e., 01.AP1,
02.AP2, etc. It will also have the TITLE
document name designated at the top
(this has to be there so the footing will
show up at the bottom of your assembled
set of Contract Provisions). The run-list

is automatically saved the first time in your
job directory. Click on the paragraph mark
at the end of the run-list so the GSPs will
be added in the right place. From here you
can add the other names of GSPs required
for your project.

Delete one of the Intro's.
Keep .AP1 if its an English job
or .AM1 if its a Metric job.

'-'_E. Run-list.doc - Mic._. [l[=] E3

File \Edit “iew [nzert Format
Toold Table | PSE Menu

Hun-L¥t

FSE H\p Window Help

Acrobat

ol

02 AP 19
04 AP 19
0B.AP1]
07 AP 19
09.AP 19

00—l M B od kg —
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The larger document on the left is the State-wide GSP Index (Rlist.doc).
Your mouse cursor should be positioned somewhere in the Rlist.doc on the
left side of the window. At the beginning of INTRO.GR1 is a good starting
place. Ifitis not, position it now.

State-wide GSPs

ial RLIST DOC - Microsoft Word E

| File Edit Wiew Insett Fomat Tools Tablel PSE Menu | Runlist | PSE Help Window Help Acrobat

Run-list.doc
il Run-list.doc - Mic_.. [M[=] E3

| File Edit iew |nzert Faormat

Tools Table | PSE Menu

Run-Lizt

PSE Help  “Window Help

1
*DIVISION1.GR1 -

J K - Gl v

JNolmaIF‘ - Helvetica v11v||_1 g|=§§§=:-: E __|'£7Avv

| » @ Secuiy. ’_Mh@ I w1~ EEEE A &2 2 AR (R

(L] : L AR '3.'"."."4."."'.".5"."."_j

SPECIAL-PROVISIONST
(Januany 720029
All-ProjectsT

Acrobat
Jg|r|_nA|‘>§

[ ] — - N

17 GENERAL-REQUIREMENT ST 1T 15.APOY
18 9 2 1B.APOT
19 «DESWORK.GR1 —+ DESCRIPTION-OF-WORKY 2 17APY
20 4 23APOY
21 DESWORKI FR1 - (Description-of Wark)l] 5 26.APSY
27 (March 13, 189519 B 28.AP9Y
23 Use-in-all projects- except-those: invalving- only painting- of- 7 29.AP9q
24 metal_—bridges.ﬂ 8 30.AP3
25 (1-Fill-in)] 9 a1 aPaf J
77 DESWORK2FE! » (Description-of Work)q] o1
28 (January- 7 - 20029
29 Use anly- in- projects: involving: only- the- painting: of metal-
30 bridges*{
a1 (Ffill-ins 1T
EE |
33 02.GR1 -+ BID-PROCEDURES-AND-CONDITIONSY
34 = -
35 0204 FR1 -+ Examination-of-Plans,-Specifications-And-Siteq 1] :
sl of Work{ B =
a7 (March 13, 19959 0 =
a0 lea. im. mroiaste. farondich. caile. imactinatione. haa. haan.
=|s[g]=]«| b ==l EE RN »
| Draw - NNOOE4E »-2-A-== . kN wOoE42
[Page & Sec 1 8fi06 | [Ab 23"  In 13 col 1 [REC [TRE Ee [oR /JJ [Page 2 Sec 1 A
PSE Main Form
Project Run List Index Revise Assemble
Select Index
Load Job I iwsed03Y001 |Create Mews | Addto RL " &p-G5P " Landscape € Misc 0PN | Open GSPDOC | Save Doc | AD Ready | RL wi Titles
Update Title | | Engli %‘c RecallLast | Check RL C Traffic " Electrical ¢ Regianal | | With Mame [ T.0.C.
H1|H2|H3|H4|HS|HE| N1|nNN3|N4|N5|Ns| T1|T2|T3|T4|T5|TE| l,’**)lHTl u1|u2|u3|u4|us|ua| o | CIearDocumeml

Notice the job directory is

displayed.
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To add more GSPs to your Run-list, position your cursor anywhere in the
document name you want from the GSP Index (Rlist.doc on your left).
Click on Add to RL button located under the Run List section of the menu.

| e e e
Run List

Create Meswy Acddto RL
Recall Last Check RL

This copies the document name over to 7l Run-list.doc - Mic...
your Run-list (on the right side of the window). JFe Edit View Insett Fomat
|
|

It will be inserted at the last location of your Tools Table | PSE Menu
cursor from that document, so caution should
be used where exactly you want the GSP

inserted. Sometimes editing will be required.

Fun-Lizt

PSE Help Window Help
Acrobat

DE S @’ -2

If you are going to insert in order of the GSPs

your cursor should be at the paragraph mark BU S &5 &
at the end of the document. D AREEEERE RN
25 APD]
28 AP
23 AP
30 ARG

o)

Continue adding GSPs to your run-list in this manner. If your are uncertain

of a GSP and want to read its entire text, simply position your cursor within

the name of the GSP and click on Open GSP/Doc button located under the
Revise section of the menu.

i
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I I
| N

This will open a separate window that contains the entire text of that GSP.
From there you can decide if that GSP is right for your project. Also, if it is
a fill-in GSP you can go ahead and fill it in at this time. Just make sure you
save it under a new name into your job directory and the run-list reflects the
new name, i.e. if your GSP name is 0204.FR1 you would name it F0204.
You can do this by clicking on the Save Doc button located under the

Revise section of the menu. ALT 3 will also save the document in the job
directory.

Revise

Open GSPDOC Save Doc 4

Enter the new document name and click on save.

Save As
| File i |2 navon: ~| « | @& ¥ 5 ER - Tooks -

~$n-|ist.u:||:u: 3 -
@ F0204. doc
L-_E. Run-list,doc

My Docurnents

Deskto P y

L

Favorites

H D e A

File name: IFIIIZIII4| j r-m )
[=]=] Save as type: [ward Document (*.doc) =l Cancel | r
Page T T 7T [AC 05 B I L U I A
e =
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When finished going through the State-wide GSP index, you can go
through other indexes (if your Region has them) to see if any of the Region
specs apply to your project. Click on the appropriate box located under the

Index section of the menu then click on open. You can work back and forth
between indexes.

Region Landscape GSPs /
~_

Index
State-wide GSPs. — Select )

(oo |
Opens current Rlist.doc ~————F apP-G5P { Landscape © Misc \_CPE0
i Traffic © Electrical ¢ Regional

Region Traffic GSPs \ \

Region GSPs located in
Region Electrical GSPs the RGSPS directorv

Region Misc GSPs

When you think you have your Run-list completed click on the Check RL
button located under the Run List section of the menu. It will go through

your Run-list, check for errors, point them out to you, or tell you its okay to
assemble.

s
Run List

Create Mesny Addto REL
Recall Last Check RL

Be sure to save the run-list before you close the document. Click
somewhere within the run-list.doc and choose File Save or ALT 8.
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Working With GSPs

Fill-ins

There are some rules for fill-in GSPs. Open the GSP using the Open
GSP/DOC option in the Revise section of the menu. Type the name in the
yellow section and click on Open GSP/DOC.

Revise

Open GSPDOC Save Doc

03053.FR1

Remove the $$?3%$ and fill-in only between the Astericks.

'-'_E. 08053.fr1 [Read-0Only] - Microsoft Word

[

.|§@.J|J& ‘E®|ﬂ'%D@E§§@|@rmn/ - @,

JT1

ISEE O-2-A-
—  =r [ — ]

[Eo] =

L SRR KRR AR

B (March 13 1995)11 —
T1 Section- 1- IIIEI.5 is-supplemented-with-thaxfallowing ]
T
T2 Thiz- project shall be- physically comgleted: in-its entirety within: =% $E15$ = v
working: days and: the: temparary- traffag signal- portion- of the: project shall- be: %
physically completed-within the first ™= $$283 " working days | G
— ¥
I:IﬁlElI:‘Iil I L
| Page 1 Sec 1 11 [A 05"  In! <ot [REC [TRE [ExT [oVR | | v

Guidelines for Preparing
Contract Provisions
12 Revised January, 2003



Save the filled-in GSP in the job directory under a new name using the
GSP name as a guide. There are two ways you can save the filled-in GSP.
Save it by clicking the Save Doc option in the Revise section of your menu
or type the new name in the yellow box under the Save Doc button then
click on Save Doc to save the document in your job directory.

Revise

Open GERDOC | ' _

| 08053 FRI1|

Name the filled-in GSP F08053 to correspond with the GSP name and click
on Save.

il 08053 frl [Read-Only) - Microsoft Word

| File Edt View Inseit Fmat Tools Table | PSE Menu | Runlist | PSE Help Window Help Acrobat

DzEalakyY | tad-o - eBOEE =8 |&q v -0,
JT‘I vHeretica\ -1 = | B I g|§ = %EEEﬁ?i?‘*ﬁ*&m
] o 3

T (March

_ Save n; 1 o3voni ~| 4= 5 E8 - Tools -
T Sectior I J | a
|9 |~ fri-list do
e ) =
TZ TH Kol Foz04. doc
WL IL':". Fur-list.dac
ph PN Title. doc
My Documents
File name: { [Fosos3l HERCESD
Save as bvper |word 6.0/95 (*, doc) j Cancel |
-
+
=
¥
I:IEIEIIEIiI I k
[Page 1 Sec 1 yr |atos”  nt col 1 REG | [TR¥ | [EaT] [EvR 4
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Revising GSPs

Revising a GSP is not recommend but if you have to do it there are also
some rules. When you change a GSP outside the astericks it is no longer
considered a GSP. It should not even look like a GSP. Open the GSP
using the Open GSP/DOC option in the Revise section of the menu. Type
the name in the yellow section and click on Open GSP/DOC.

Remove the date plus paragraph mark and insert astericks in its place
using the astericks button in the Style section of the menu.Your curser
should be in|fr
astericks. Make s
of the docunpent.

PSE Main Form
Project Run List Index Revise Assemble
Select Index
Load Job | iwnse03Y001 Create Mewy | Addto RL  apcsp (*%*  Mise?” OREN Open GEPIDOC | Save Doc | AD Ready | RL wi Titles
Update Title |(" English (" Metric Recall Last |  Check RL ’7(‘ Traffic 1~ Electri Yégloﬁ | oanss FRi f with Mame | T.OC.

H1|H2|H3|H4|H5|HE| N1|N N3|N4|N5|NB| T1|T2|T3|T4|T5|TB (i U1|U2|U3|U4|U5|UB "| CIearDDcumentl

t

Remove thg¢ *** $$7%$ *** within the document and type in text.

111 Head-O 050 o d —|Of =
File Edit “iew Inzert fFormat Aoolz Table\ PSE Men Fun- Listl PSE Help “Window Help Acrobat |

NEHe 8kE hﬁ&mvﬂ\fgmmﬁéé BB 5 w0~ 0.

(— [——] f——

T /nﬁixa ST ﬁ\f u |
Eyl N . .
T1|  [March-13,19950]

T1 1'[

Tz This project shall be- physically comp
waorking: days: and- the temporany: raksemeal i
physically completed within-the fir&* $$ 288+
I:IIBIEIIEI 4 I I

|Page 1 Sec 1 it [acos  n1 col1  [REC [TRE [EXT [ovR | |

artian- |:|f the p
orking- days

ro|e
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Now you can revise the document any way you want. Just remember this
is no longer a GSP so you do not want to save it like a GSP. To save the
document Click on Save Doc in the Revise section of the menu. You can
also type the new name in the yellow box under the Save Doc button then
click on Save Doc to save the document in your job directory.

Revise

ODEI'I GEPDOC | _

| 08053 FRI1| =

Give the document a name using a word out of the heading or a buzz word
within the document (i.e., COMPLETION), click on Save.

J EIlE Edlt Save Az
JDE':I Save in: jd—|@>{ﬁf-mol§v J
J T1 Screen 1.doc
S —— St'}."lES.dDE
El ﬁ ' Table of Contents,doc -
T1 (% @Title.duc |
T1 S
T1 ﬂ
T2
- (& s ] :
R 0
Save as typet Word 6,0/95 (*,doc) j Cancel | =
I:IEIEIIE|1| | 3
|Page 1 Sec 1 iyt Jacnst tni o2 [REC|[RE BT levR 4
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Creating New Documents

Type headings and the text of the new document with a full margin and no
double-space after the heading. DO NOT put any extra carriage returns at
the top or at the end of the document. If you leave one at the top some
macros will not work, and if you leave one at the end you will have a big
gap between documents on your final assembled project. You need to put
astericks at the top of the document to alert the contractor that this is a
special. As you are typing the special you need to attach styles.

Available one click Styles

PSE Main Form

Project Run List

Load Jok | | i:\wset03Y001 Create Newl Add to RL |

Revise Assemble

Cpen GSPDOC | Save Doc | AD Ready | RL wi Titles

™ Traffic " Electrical ¢ Regional

Undate Title | & English (" Metric Recall Last | Check RL |

I 05053 FR1 I With Mame TOC.

IH1|H2|H3|H4|H5|HE| N1|N2|N3|N4|NS|NB| T1|T2|T3|T4|TS|TB

)

HT| L | U2| U3| U4| USl Ug

I * | ® | Clear Documentl

More styles are available through the Style window in the upper left corner. Click
on the arrow next to nagmal, find the style you want and click on it to attach it to

your document.

All Styles available for your use are

izl NewD ocuments._doc - Microsoft Word

|ISted |n the Sty|eS SeCtIOH |n the baCk Of JEiIe Edit Wiew |nzert Format Tools Tgble|
the manual. Be sure to become familiar 28Ry ib®@
with them because they make creating your M8 Helvetce I
. . . =E1=
specials much easier. Using the ALT key 11p
will also work for setting the styles, i.e. 57 o
ALT 82 =3 fpt
S4 e
55 o
Style Window =B ipt
st
58 e
sg fp?_
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In order for the contents program to copy the headings from a document
you have to put a Table of Contents code and hidden text with the heading
to tell the program what text you want to appear in the Table of Contents.
(The Table of Contents code and hidden text commands should be with all
main headings and some subheadings.) They will appear in your window
but will not print. Also, you need Astericks to alert the Contractor that this is
a special not a GSP. Below is an outline of the contract provision format
and a sample special using the macros and styles created for producing
Contract Provisions.

H2 Second heading. Full
margin, bold, Font 12,
(H1) (HT) ASPHALT CONCRETE PAVEMENT upper/lower case, no carriage

— return below.

(H2) Materials «—

(H3) Open Graded Emulsified Asphalt Pavement UJ Astericks alerts the
H1 Main heading. Full (T2) Section 5-04.2 is supplemented with the following: Contractor this is a
margin’ b0|d, a" caps’ / SpeCial and i GSP
Font 12, carriage return (UJ) (F**xkx)
below. H1 applies all . . .
e o e, (4T gl(;iligv;l'.he aggregate shall meet the requirements of the grading specified

applies the hidden text for )
the Table of Contents. Notice 1 tab only
(T4) Sieve Designation Percent Passing / between columns.

T2 Text style 1 indent,

justified. (U4) 3/4 inch square opening (1 tab set centered) 100
1/2 inch square opening 60-80
T3 Text style 2 indents, 1/4 inch square opening 5-35
iustified. U.S. No. 10 0-10
U.S. No. 200 0-2.0
All percentages are by weight
. . U4 Text not justified,
(T2) The aggregate shall also meet the following requirements: indeneizdntﬁréf '{-iis
style is used for
(N3), 1 tab between number and text. NO spaces.) Tables.
Ejn:;;‘:sti??eet?e?:ef 1. Los Angeles Wear, 500 Rev., 30 percent max.
TR Teenier] e / Degradation factor - 30 min.
There is one tab after 1. (H3) Geotextile Approval And Acceptance
and 2. (H4) Source Approval
(T3) The Contractor shall submit to the Engineer a manufacturer's
certificate of compliance which shall include the following information:
L1 Eul I toxt tabbed (U4) Manufacturer's name and current address,
ull margin text tabbe
after long words, justified. Full PquUCt name, and There is one tab after the colon. Notice
\ Geotextile po S). how it wraps where it should.
(L1) Table 1: Minimum properties required for geotextiles used in geotextile retaining

walls.
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(U1) Geotextile Property (1 tab) Test Method? (1 tab) Minimum Geotextile'
Property

Notice there Requirements

is only 1 tab
between 1
tables. To

set these tabs

use the ruler WSDOT Test Methods 916, 917, 919, and 924 are in conformance with ASTM

geotextile test procedures, except for geotextie sampling and specimen
conditioning. Copies of all WSDOT geotextile test methods are available at the

All geotextile properties are minimum average roll values (i.e., the test results for
any sampled roll in a lot shall meet or exceed the minimum values in the table).

U1 Text not WSDOT Headquarters Materials Laboratory in Tumwater.

justified, full

et (U1) Conc. Class 4000 (1 right tab) 3 @¥Y%——_ One left tab one point
Structural Carbon Steel (1 right tab) 600 LB after the right tab on
St. Reinf. Bar (1 right tab) 585 LB the ruler.
Drilled Holes (1 right tab) 84 Each

You can use the ruler at the top of the window to set tabs. Remember only
one tab between columns.

Ruler

'-'_E. Document3 - Microsoft Word

| File Edit Wiew Insent Format Tools Table | PSE Menu | Ryefit | PSE Help window Help Acrobat |
DeEaaRy|iaad o f REOEE =R g /6.

JNUrmaI = Helvetica - M YJ)/I u | - & ﬂ ..

iZ iZ &= =
i— = = =

R BN SRR TR s N TSN BN S Crg b 6o AN %
T
~ \\Tab designation. Click on ou may be
it and you can change to a .
different tab. Right

To save the document Click on Save Doc option in the Revise section of
the menu. ALT 3 is another option and a third opetion is you can type the
new name in the yellow box under the Save Doc button then click on Save
Doc to save the document in your job directory.

Revise

Save Doc I

ASPHALT
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Give the document a name using a word out of the heading or a buzz word
within the document (i.e., ASPHALT), click on Save.

ial Documentd - Microsoft Word
JE“E [Fig] Save As
= Save in: o3vo01 | d= . 2] = Tools =
= 4 B v |
J Mormal - j~$n-list.dnc
———— fOz04.doc
El% ' Run-list. doc [EEEN
Mo H‘[ Title.doc |
Iy Documents
Favarites -
+
=]
File: narme: w j (@' ¥
BIE|= Sawe as type! |Word Document (*,.doc) j Cancel | :
Diraw - ¥ PO TapE: ¥ L T S ¥ T —— -
L5 = 0 | - — = W~
| Page 1 Sec 1 11 At05"  Lnl  Colt [REZ | [TRE [ |E=T | |evR: 4
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Revising Documents

Load Project

When revising a document it is assumed you are making corrections to a
job previously started. The only difference in the job load for revisions is
you click on Open Project instead of New Project. There are two ways
you can accomplish the Load Job sequence.

1. If you are loading PSE Word from the shortcut on your desk top fill in
the Project Name, click on Design for the Office, click on English or
Metric, and click on the Open Project button. You DO NOT have to
fill in the Title on a revision, it is already made.

PSLE Froject Selection Eq

PS&E Contract Provision Preparation

Washington State
L/ ’ Department of Transportation

Office:
 Plan Reviev( & Design

Project Name.
03Y001

Units:
\ = English " WYetric

N\

Version 2.1: October 2002 Open Project ’ New Project Delgpte rujen:tl Close

Do the top three options
first.

Title: All Cap
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2. If you are already in PSE Word you can change to another directory
by clicking on the Load Job button located under the Project section
of the menu.

Project

Update Title | | English € Metri.:|

Fill in the appropriate boxes and click on Open Project. Some or all of the
boxes may already be filled in. If you are just changing the project name,
make sure the correct Unit is checked, and click on Open Project. If there
is text in the Title ignsge it.

PSEE Project Selection

Washington State
Department of Transportation

Office:
 Plan Reviem(ﬁ' Design

03Y001

Title: All Caps Units:
= English " Metric

Close

Version 2.1: October 2002 Open Project ' New Project Delete Project

The job you are working on will be noted in the yellow window under the Project section of the menu.

Project

i WPSEVIIYO01
& English " Metric

Note you can always
look here to see if your
job is English or Metric.

Load Job

Update Title
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Revising The Title

You have the option of updating the title at any time during the job process.
Click on the Update Title button under the Project section of the menu.

Project

LoadJdob | | i\PSEVI3YOD1

Update Title |J

% English " Metric |

The main menu will appear, fill in the title and click on Update Title.

PSEE Project Selection

A PS&E Contract Provision Rreparation
7 ’ Washington State

Department of Transportation
Project Name: Office:
03Y001 # Plan R\€~.fiew # Design
-]
*:.
;' Title: All Caps Units:
- SR 5 & Englisi\ © Metric

SHOULDER SWEEPRING

Dpen Project New Project lelete Broject Close

Version 2.1: October 2002

Guidelines for Preparing
Contract Provisions
22 Revised January, 2003



Using The Run-List To Revise Documents

There are some short cuts in managing the files in the project. Click on Recall
Last located|\in the Run List section of the menu. This opens the run-list.doc and
resizes it to fif on the right side of the window. You can work back and forth in the
two windows.| You can click on any document or GSP in the run-list (you do not
have to highlight the whole name), then click on the Open GSP/DOC button

located underthe Revise section of the menu and the document or GSP will
open. At this time, you can revise the document or fill-in a GSP.

sl DE SWORK1 doc - Microsofl Word
JEiIe Edit “iew |nsert Fomat Yool Table | PSE Menu| Hun-Listl PSE Help ‘wWindow Help Acrobat | File Edit Miew |nzertt Fomat
J o - @ BEEEE] s ’_|QW1DDZ - @, Taols TQbIe|ESEMenu
| + Helvetics \-11v|n 7 H|§§§’_|*::E*-‘*-‘|'£'&u| Rundist
J ) @ Secuity. | 9B el & W kel o+ EBER 2 _I 3 A % v| :SE:T“: Wlindow Help
crobs
-2---|---3---|--4---|---5---|-_ = =
El% m = T m T T —JDE|@.|E.|ﬂvv
kMarch 3 1995)1T e [ |E — |‘-= =
T This: contract provides: fpr-the-improverment- of *** SR- 104 - by-widening and-replacing: J = — leml| e
portions: of Bridge: Mo - 04/5.1, remaving: and- replacing: Bridge: Mo - 104/5 2 - and- J p Sec 23 ?Jg =
other wark, all- in- accdedance: with- the- attached- Contract: Plans - these- Contract:
Provisions -and-the Standard- Specifications g EE ; . ﬂ
- TITLEY
INTRO AP
05.APSY
02 APBY
17 AP
INTRO.GR1q
You can click here Click on the document name in the DMSDM GRIY

and have the run-
list.doc available
all through the
project process.

|:]|3|EIIEI<I |

run-list.

Click on Open GSP/DOC located in the
Revise section of the menu.

022402

D4

LIS TCND
05.GR5Y

PBAS
COMCRETHT
HCEMIST2q]
GEEY
FENDER2Y]

H D e |4

JD[awv[}ng|AgtoShapesv\\|:| ‘|®lv£v&vE_—: - J[%|\ \DO‘?
[Page 1 Sec 1 it N\os (it cot [REC | [k | B2l [ovR) Al [Page 1 Sec 1 1 4

PSE Main Form

1721 &

Project Run List Index Revise Assemble
- Select Index = —
Load .Job | iwoget03Y001 A to RL " ap-asP € Landscape O Misc _OPen | ‘ Save Doc | AD Ready | RL wi Titles
Updste Tite | | Engish  C metric| (_Recal Last L) creck R " Traffic € Electrical (" pegional | with Name | T.0.C.

H1|H2|H3|H4|H5|HE| N1|N2|N3|N4|N5|NB| T1|T2|T3|T4|T5|TS| **)

HT| U1|U2|U3|U4|U5|US

+

" | Clear Documerdl

Open the selected Amendment, GSP or Special for viewing

Guidelines for Preparing
Contract Provisions

23 Revised January, 2003



Miscellaneous

There are a few miscellaneous items that are helpful in preparing Contract
Provisions. They are the plus/minus, degree and Clear Document buttons

located in the Style section of the menu.

P5E Main Form
Project Run List Index

Revise Assemble

 Traffic © Electrical ¢ Regional

Undste Title | [ English Metric| Recall Last | Check RL

Select Index
Load Job I osedd3y 001 Cresate Mew Addto RL ’7(‘ AP-GSP £ Landscape 1 Misc Open | Open GSPDOC I Save Doc | AD Ready | RL wef Tiles

I With Mame TOLC.

H1|H2|H3|H4|H5|HB| N1|N2|N3|N4|N5|NB| T1|T2|T3|T4|T5|TB| [*4) HT| U1|U2|U3|U4|U5|UB

Open the selected Amendment, GSP or Special for viewing

* Plus/Minus

symbol. One click

on the button inserts ° Degree symbol.
the plus/minus One click on the
symbol into your button inserts the
document. degree symbol into

your document.

Clear Document

Use Clear Document
anytime you need to
refresh your window. lIts
great when you clear the
p.doc before making the
Table of Contents.

If you lose the menu at the bottom of the window, click on PSE Menu at the

top of the window, then click on Show Form.

| PSE Menu | Rundist | PSE Help window
b > ar

Load Job Ak 0

Create English Bun-List ARG
! Create Metric Bun-List alkR.l

Notice all the other
options available

Open Current Run-List / on the pull down
menu.

Bztenzks Al L
Hidden Text AlkH.T
Fead G5P A2
Save G5F Al 3

Bzzemble Ad Ready Copy Al B
Szzemble With Doc Mames Al AH

T able of Contents Ak h
Rurizt with Titles AlkR.T
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Assembling Contract Provisions

The assemble program uses the run-list.doc to merge all the documents
together to form a complete set of Contract Provisions.

Before you start the assemble program designate the printer you will be
printing on if it is not your default printer. Check your run-list to make sure
there are no errors. Click on Check RL in the Run List section of the
menu. If there are errors you have to find and fix them before the
assemble process will work.

s |
Run List

Create Mew Acdd to RL

—

Recal Last [ check RL )

If you do not check your run-list and assemble anyway you will get the
window below if there is an error. At this point you will have to find and fix
the errors before the assemble process will work.

ASSEMBELE PROCEDURE ERROR-FEFORTY
il

The-following documents-from-your-run-list-are-missing |

T

Flease checkvyour-Run-list-for-errors 9

=A==

HMPSESYOONCONCRETE docq

Run-lizt Error |/ Click on OK first.

& Errors found iny/

Id
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For a Review Copy with names click on the With Name button in the
Assemble section of the menu.

e
Assemble

After a few window refreshes, you will get an assembled set of Contract
Provisions named p.doc. For your convenience, when you assemble with
names, the date you assembled is printed on the title.

| Fle Edit View lnsert Format Tools Table | PSE Menu | Runlist | PSE Help Window Help Acrobat

P5| B | @ Cese| K2 .

2 a@@ v -

gg ITIE SELUNL pPdrdyrapn 1= TeVIi=e0 W redu. ;I
a6 When a high range water reducer is used, the maximum slump listed in 1, 2, 3, and 2
gé above, may be increased an additional 2 inches.

Notice the title has the date of

PUVALLUP R RR OC - 5/456W the assemble printed.

-
03Y001 January 24,2003 M ;

¥
S EEE er
[Page 1 Sec 1 120 | [at i) e] Rec |[rE| Ex] [ovRl ,,ﬁ_

For Ad Copy click on the AD Ready button in the Assemble section of the
menu.

e
Assemble

> 1) L el Titles

With Mame TG,

Guidelines for Preparing
Contract Provisions
26 Revised January, 2003



After a few window refreshes, you will get an assembled set of Contract
Provisions named p.doc. When you assemble the ad copy the date is not

printed on the title.

| Eile Edit Wiew Inseit Format Tooks Table | PSE Menu | Funlist | PSE Help ‘window Help Acrobat

P&|||Elnse‘k?v

& e@m||ox -

55 AUV E, IIIG}I’ HE NI caaszd Qi Qudinidniar £ ==, ;I
. =
87 6-02.3(6)A Weather and Temperature Limits to Protect Concrete
58  The section "Celd Weather Protection" is revised to read:
) No date.
PUYALLUP R RR. OC - 5/456W =
/ 2
03V001 1 2
¥

|Page 1 Sec 1 1113 |at iy ] [REC [[IRE B PR

Now you are ready to make the Table of Contents.
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Table of Contents

The Table of Contents is created by using the hidden text in the headings
within the assembled p.doc. After the job has assembled and the p.doc
made you can run the program to make the Table of Contents.

Before you make the Table of Contents be sure to clear the p.doc from your
window. This will ensure the p.doc is paginated right for matching page
numbers. To clear the document from your window click on the Clear
Document button located under the Style section of the menu.

PSE Main Form

Project Run List Index Revise Assemble

Select Index
Loz Jok I iwsedd3yo01 Creste Mewy Addto RL " AP-GSP " Landscaps ¢ Misc Cpen | Open GSPDOC I Save Doc AD Ready | RL wf Tiles
Update Titls | | Endlish Metric | RecallLast | CheckRL £ Traffic € Electrical € Regional | With Hame | T.0.C.
H1|H2|H3|H4|H5|HB| N1|N2|N3|N4|N5|NB| T1|T2|T3|T4|T5|T5 () HT| U1|U2|U3|U4|U5|UB - Cleat Documernt
Open the selected Amendment, GSP or Special for viewing

Click on the TOC button located under the Assemble section of the menu to
create a Table of Contents for your Contract Provisions.

e
Assemble

AD REeady | EL wi Titles

With Mlame
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The Table of Contents is made, formatted and saved under the name of
contents. All you have to do is printit. Below is a sample Table of
Contents.

'-'_E. contents.doc [Preview] - Microzoft Word

| Ble Edt Yiew lnsent Fomat ook Table | PSE Menu | Funlist | PSEHelp 'window Help Acrobat

& @B -

P‘E||‘Qlose|k?v

;'
1 CONTENTS J
2
3 PAGE
4
5 INTROOUCTION 1
& AMENDMENTS TO THE STANDARD SPECIFICATIONS
7 SECTION 5-05, CEMENT COMCRETE PAVEMENT 1
d SPECIAL PROVISIONS
g DIVISION 1
10 GENERAL REQUIREMENTS
11 DOESCRIPTION OF WORK, a1
12 BID PROCEDURES AMD COMDITIOMNS 21
13 Preparation Of Proposal 32
14 Alternative Bids 32
15 COMTROL OF MATERIAL 23
18 Approval of Materials Prior To Use 34 -
17 Foreign Made Materials 34 ;
18 LEGAL RELATIONS ANMD RESPONSIBILITIES TO THE PUELIC 34 3
SEEE R | B
|Page A Sec 1 yz  [at24"  lng coll [REC [[TRE] B2 [BvR) v
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Run-list With Titles

| File E

The Run-list with Titles is used by the reviewer for ease of relating the
document code name and the document title or first line of text in the
document. The Run-list with Titles is not used to assemble all the text into
one complete set of Contract Provisions. Click on the RL w/Titles button
located under the Assemble section of the menu.

e
Assemble

RL wi Tiles |) <

T.00C.

a0 Ready{

yith Mame

When the process is complete the Run-list with Titles is saved in your job
directory as a document named runlist.doc with a footing showing the
name, date and time made. All you have to do is printit. Below is a
sample Run-list with Titles.

dit iew |nsett Format Tool: Table | PSE Menu| Flun-List| PSE Help window Help Acrobat

D2Ea 8RRy

P EBS o-o- APEOEE =S B g -0,

J Maormal

F + Helvetica - 11 =

B/ U|=s=E=s|SicEEO-2-A-.

| A

1 TITLEY

2 INTHO.AP -+ INTRODUCTION]

J  D5APE -+ SECTION-&-05, - CEMENT CONCRETE PAVEMENTY
4  02AFB -+ SECTION-B-02, - CONCRETE STRUCTURESY

5 INTROGR1 -+  SPECIALPROVISIONSY

B DWVISIONT.GRT - DMWISION- 19

T DESWORK.GR1 - DESCRIFTION OF-WORKY

8 DESWORKIT - This-contract provides-forthe improvement of- =% SR 107
=]

H and-replacing] 3
| 3
| Page 1 Ser 1 115 |at 1.9  InS Cal 1 [REE [Tk [ExT [avr .
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Deleting a Job Directory

When the project has been awarded or your part is finished you might want
to delete it from your PSE directory. Click on the Load Job button located
under the Project section of the menu. Fill in the Project Name and click
on Delete Project under the main menu. A menu will appear asking you
"Is this correct?", click OK. You may have to click twice on the Delete
Project button.

il Documentt - Microsoft Word

J File Edit “iew Insert Fomat Toole Table | PSE Menu | Run-List | PSE Help ‘window Help Acrobat ﬂ|
| ERS |0 o ePFOEE =8B 0 (B,
JNormaI v Helvetica -1 - | B I U|_§§’_|2—-:*=*= .vivév,|

e | [ - — = W o lawm |

J » ® Security..

PS &E Project Selection [ X]

A PS&E Contract Provision Preparation
7 ’ Washington State

Department of Transportation
Prajactiame: Office:
al e
o A, "#, @ ‘(‘ Plan Review & Design
5 AN :
\ﬁ [ 2
s Title: All Caps Units:

| ‘ & English © Metric ‘
Delete Jobl

The directary i \peeh037 002 will be delsted.
"0 L] 15 thiz comect?

*
’tf‘-n r.!“ E—
C oD oo |

Open Project |

Delete Project [) Close

Version 2.1: October 2002

JDran[%c,|AutoShap33v\ \DO.‘E”& - Avfrﬁ.e,|

| Page 1 Sec 1 tf1 |aco0s 1 cald REC |[TRE 4T [2vR 4
PS5E Main Form | X]
Project Run List Index Revise Assemble
e Select Index
(| Load Job | i:'nse’03Y001 Creste Mews | Addto RL " ap-G5P € Landscape C Mise | @REN | Open GSPOOC | Save Doc | AD Ready | RL wi Titles
Ot |6“ English € Matric | RecallLast | Check RL " Traffic " Electrical " Regianal f | Wwith Name | T.0.C.

" | Clear Documentl

H1|H2|H3|H4|H5|HE| N1|N2|N3|N4|N5|NB| T1|T2|T3|T4|T5|TE| [**) HT| U1|U2|U3|U4|U5|UB

Select the job to work on

t
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Help

The help documents for creating special provisions are the same as the
manual documents. They can be accessed by clicking on PSE Help in the
menu at the top of the window.

il Document? - Microsoft Word
JEiIe Edit “iew |nzett Format Toolz Table | PSE Menu| Fun-List @ indow Help  Acrobat |

CHOEE = B[ 0 -0

DZEa8RY | zB I o o

Once you click on PSE Help you will get the menu shown below. Just click
on the item you want to learn about and the document will open.

il Document3 - Microsoft Word
| Eile Edit View Inset Fomat Tools Table | PSE Menu | Runlist || PSE Help wind

Help  Acrobat

DE2Ea @R_RY L BB © - - @  GettingStated oz - (@),
J Marmal + Helvetica -1 = B F U |§ = Ereatl.ngaF.iun-hst P-A -
Working 'ith G5Ps .
J b @ Seculy. Pl d | <. . Creating Mew Documents
Elﬂ...,...1...,...2...,...3... Revizing Documents N -
: : : : : : Azzembling Contract Provizions : :
[ ﬂ
o T able of Contents
Fun-lizt With Titles
Delete Job

Document Styles

-
S
o
¥
=i EE RN b
| Page 1 Sec 1 11 [acos5"  int colt  [REC [TRE [ExT [oVR | A
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Styles

Styles provide an easy way to automate formatting. Each style contains
different formatting instructions and can ensure that all of the documents
have the same format. Instead of applying each formatting command
individually, you can apply them to each paragraph by attaching a style.

Listed below are the different styles for Contract Provisions and an
explanation of how to use them. Some are available under the Style
section of the menu. The rest are available in the Style section in the upper
Word menu or you can use the ALT key to apply them, i.e. ALT H1.

HEADING STYLES

The headings styles are in two font sizes. Headings 1 through 3 are font size
12 and Headings 4 through 8 are font size 11.

H1 Main Heading style. Full margin, bold and all in caps. This style
automatically puts the blank line after the heading and “keeps” to ensure
the heading is always with the text.

H2 Second Heading. Full margin and bold. Only the first character of each
word is in caps. There is no blank line after this heading, but it will stay
with the text.

H3 Third Heading. One indent with bold italics. Only the first character of
each word is in caps. There is no blank line after this heading, but it will
stay with the text.

H4 Fourth Heading. Two indents and bold. Only the first character of each
word is in caps. There is no blank line after this heading, but it will stay
with the text.

H5 Fifth Heading. Three indents and bold. Only the first character of each
word is in caps. There is no blank line after this heading, but it will stay
with the text.
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H6

H7

H8

You

T1

T2

T3

T4

T5

16

T7

T8

19

Sixth Heading. Four indents and bold. Only the first character of each
word is in caps. There is no blank line after this heading, but it will stay
with the text.

Seventh Heading. Five indents and bold. Only the first character of each
word is in caps. There is no blank line after this heading, but it will stay
with the text.

Eighth Heading. Six indents and bold. Only the first character of each
word is in caps. There is no blank line after this heading, but it will stay
with the text.

TEXT STYLES JUSTIFIED

use the justified text styles for normal text. Fonts size is 11.

Paragraph Standard. The system automatically defaults to this style.
Full margin justified text.

Justified text indented one.
Justified text indented two.
Justified text indented three.
Justified text indented four.
Justified text indented five.
Justified text indented six.
Justified text indented seven.

Justified text indented eight.
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TEXT STYLES NOT JUSTIFIED

You can use this style when you make a table or if you do not want your text
justified. Font size is 11.

U1 Full margin text not justified.

U2 Text not justified indented one.
U3 Text not justified indented two.
U4 Text not justified indented three.
U5 Text not justified indented four.
U6 Text not justified indented five.
U7 Text not justified indented six.
U8 Text not justified indented seven.

U9 Text not justified indented eight.

TEXT TABBED AFTER NUMBERS OR LETTERS JUSTIFIED

These styles are used when the text is numbered or lettered. Font size is 11.
Below is an example.

1. This is an example of text that is numbered or lettered. This is an
example of text that is numbered or lettered.

N1 Full margin text justified with numbers or letters.
N2 Text tabbed after numbers or letters justified indented one.
N3 Text tabbed after numbers or letters justified indented two.

N4 Text tabbed after numbers or letters justified indented three.
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N5 Text tabbed after numbers or letters justified indented four.

N6 Text tabbed after numbers or letters justified indented five.

N7 Text tabbed after numbers or letters justified indented six.

N8 Text tabbed after numbers or letters justified indented seven.

N9 Text tabbed after numbers or letters justified indented eight.

TEXT TABBED AFTER SHORT WORDS JUSTIFIED

This style is like numbered text, but tabbed after short words (6 characters or
less). Font size is 11. Below is an example:

NOTE: This is an example of text tabbed after short words. This is an

S1

S2

S3

S4

S5

S6

S7

S8

S9

example of text tabbed after short words.
Full margin text tabbed after short words justified.
Text tabbed after short words justified indented one.
Text tabbed after short words justified indented two.
Text tabbed after short words justified indented three.
Text tabbed after short words justified indented four.
Text tabbed after short words justified indented five.
Text tabbed after short words justified indented six.
Text tabbed after short words justified indented seven.

Text tabbed after short words justified indented eight.
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TEXT TABBED AFTER LONG WORDS JUSTIFIED

This style is like the short word text except its tabbed after long words. (8
characters or less). Font size is 11. Below is an example:

EXAMPLE: This is an example of text tabbed after long words. This is an
example of text tabbed after long words.

L1 Full margin text tabbed after long words justified.

L2 Text tabbed after long words justified indented one.
L3 Text tabbed after long words justified indented two.
L4 Text tabbed after long words justified indented three.
L5 Text tabbed after long words justified indented four.
L6 Text tabbed after long words justified indented five.
L7 Text tabbed after long words justified indented six.

L8 Text tabbed after long words justified indented seven.

L9 Text tabbed after long words justified indented eight.

CENTERED TEXT
C1 Centered text, font size 11.

C2 Bold centered headings, font size 12.
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